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OVERVIEWVHATSNEW
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OFFICIAL
TRAINING
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OVERVIEW

Class Time 3 Hours
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./ fFaa hOSNIIAS
x Acronyms
x  New for May 2021 Election

Il. COVIB19 precautions

x  PPE provided
x Sanitation Official

IIl. Monday night meeting

x  Absentee Supplemental File
(Delta File)

I\V. Tuesday morning
x Duties for each team



H ECTION
OFFICIAL
TRAINING
QLASS

OVERVIEW

(CONI)

Class Time 3 Hours
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V. Election Day

x Valid forms of ID
x Curbside voting

VI. Tuesday closing
x \Work as a team to pack up

VIl.Electronic pollbooks
x | 2YTFTANY ©O20SNRQa
VIl Provisional voting

x Voting in the correct polling
location

| X. Safety/professionalism
x How to deescalate a situation



ACRONYMS

V PECc Precinct Election Official

V VLDc¢ Voting Location Deputy

V VLMc Voting Location Manager

V VAT Voter Assistance Table (i.e. provisional table)
V EPBR; Electronic Pollbook

V DS20Q Voting Machine (ballot scanner)

V QR Quick Reference Guide

VV BOE; Board of Elections (election headquarters)

V ORQ; Ohio Revised Code

V SO, Secretary of State

WHAT DO THESE ABBREVIATIONS MEA
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NEWFORMAY4, 2021 EECTION

V' Payroll (attendance) will now be recorded using
the EPBs. Each worker will checland provide
their signature through a function found in the
Tools Menu. More detalls in the EPB section of
this training.

V' Due to the Emergency Order issued by Governor
DeWine that is still in place, any driver licenses or
State IDs set to expire on or aftétarch 9, 2020
are automatically extended and remain valid
throughJuly 1, 2021

MAY4, 2021 | RRIMARYELECTION



COVIELS
PRECAUTIONS




iy PPBEANDSANITATIONUPPLIES

Six (6) Foot Measuring Rope

Each location is provided with a rope that
has been measured to 6-feet to use when
setting up Voting Booths, DS200 Scanners,{

and Social Distancing Markers.

N 1
-

% Social Distancing
Markers

To be placed on the floor, 6-feet apart,
in areas where voter lines will form.
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DO ANDDONCS

52 X

- Wear a mask/face covering. This is required of all election
officials.

- Use good judgment and practice patiengboth with your
fellow workers and voters.

- The VLM will be responsible for conducting a temperature
check or assigning this task to another worker. The
maximum temperature is 100.3 degrees Fahrenheit.

52y QiU X

- Prevent a voter from voting because he/she refuses to wear
a mask/face covering. Ask the voter politely to wear one and
offer a mask if they do not have one. The voter may vote
regardless.

- There will be no temperature checks of voters.
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SANITATIONDFEICIAL

This worker will be responsible for the following:

V' Assisting with Monday Night setup, the-mot
spacing of chairs, tables, voting booths, and
equipment;

V' Monitoring distribution of PPE at the polling location;

V' Electiorday line management within the polling
location and;

\/ Sanitizing voting booths, voting machines, pens,
tables, and electronic pollbooks throughout the day;

\/ Larger locations will have 2 or 3 Sanitation Officials
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ARRANGINGHEPOLLINGAOCATION

Working with the VLM and VLD, the Sanitation Official
will lead the set up of the interior of the polling location
using:

V' Polling Location Setup Diagram that have been
modified for every location to account for proper
distancing;

V' Sixfoot marking rope to ensure voting booths and
DS200s are properly spaced,

V' Sixfoot marking rope to place social distancing decals
on the floor where voters would be waiting in line;

V' Provided doorstops to limit touching of door handles.
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QUESTIONS
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MONDAWIGHT
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POINTSOFBEMPHASIS
V DO NOTog into the EPBs on Monday night

x Remember no passwords are entered until Tuesday
morning(Flip Chart page 13)

V' Allow Absentee Supplemental File (Delta File) to
completely download before putting EPBs to sleep.

Make sure Supplemental File numbers match an al
EPS.

V' Put EPBs to sleep on Monday night (closing EPB
metal case does not put EPB to sleep)
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MONDAWIGHTBASICS

V' Required attendance; arrive by 6 p.m.

V' Verify all supplies are present and set up
equipment

V VLM (along with VLD) delegates tasks, typically in
teams of two (2)
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- Inspect the EPBs
EPB HEAM - Mandatory Power Sequence

AMust follow sequence of
Instructions EXACTLY

INOEUREG NS - Set UpALLEPBS delivered to
your polling location.
Confirm polling location Is
correct on each screen.

- Download Absentee
All EPB QRGs can Supplemental List
be found inside

one EPB transport

case with the MiFi
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BALLOT
TEAM

Flip Chart Page 5

QRG located
Inside Ballot
Box
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- Inventory the Ballots in the
RedBallot Box:

ADO NOT open ballot packs

- Inventory the Ballots in the

GrayBallot Box(es)

ADO NOT open the Ballot Packs

AThis process must be completed
for EACHsrayBallot Box in the
location

QUYAHOGAOUNTYBOARDDOFE ECTIONISELECTIOKDFFICIATRAINING 17






oo WIN[==8 - Inspectthe DS200

TEAM - Complete DS200 Security
Record

S| - Remove Supplies from Ballo
Compartment

- Plug in the DS200 and Leav«
to Charge Overnight

All DS200 QRGs
are attached to

the lid of two




- Arrange Polling
Location with
guidance from
Sanitation
Official(s)

- InventoryBlue
Location Supply
Bag w/checklist

SLUPPLMEAM

Flip Chart Page 4

found inside
QRG is inside the - Hang Maps,
SIIpIpEy (0 Sample Ballots &

Issue Signs
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UESDAWIORNING

U YAHOGA COUNTY

BOARD OF ELECTIONS \/TE\ e

MAY4, 2021 | RRIMARYELECTION QUYAHOGAOUNTYBOARDDOFE ECTIONISELECTIOKDFFICIATRAINING



POINTSOFBVIPHASIS

V By 6:15 a.mall Checln and Ballot Table(s) and at
least one (1) DS200 in the location must be ready
for voting.

V '[here were a number o,f Iocation§ ip November
UKIFIFd RARYQU KIS | ye 5/
a few minutes after 6:30 a.m.

V' Do not allow voters inside the polling location
until 6:30 a.m.
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TUESDAMORNINABASICS
V' Arrive by 5:30 a.m.

V' Be properly dressed and bring a mask/face coverin

V' You will have a orBour lunch break assigned by
the VLM/VLD, along with additional breaks as time
permits

V' Park your vehicle in an area that leaves parking
spaces close to the entrance for voters
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VOTERCHECKOFFLISTS

V' Post blank Precinct Vote!
CheckOfr Lists at 6 a.m. LIST OF REGISTERED VOTERS

n n Offt ql

V I | I‘ e 6 a 0 I I l o I I: ;t: ; COl I I‘ ! o Post an officlal registration list for each precinct, conta ning the names, addresses, and political
party of all qualified registered voters in the precinct before yolls open on Election Day; and
frol I I G re e I I U pd ate o At 11:00 a.m, and again at 4:00 p.m. post a report indicating which registered voters have cast a

. ballot at that Polling Location on Election Day, [These reports are generat om the Electron

Folder inGreenSupply

Any person may enter the Polling Location for the sole purpose of checking and taking note
ag from the official Pracinct Vorer List that is posted at 6:30 am., 00 a.m,, and 4:.00 1. Such pers

3y not eering or campalign cl ra 3 nay nterfere with or

V The 11 a.m. and 4 p.m. L e e e o
lists are generated from |
one (1) EPB

V' All lists are posted by the
entrance to the voting
room

MAY4, 2021 | RRIMARYELECTION QUYAHOGAOUNTYBOARDDOFE ECTIONISELECTIOKDFFICIATRAINING



H AGSANDIGNS

V' Place large American flag outside main entrance
to Location;

V' Place two (2) or more small American flags appx.
100 feet from entrance

VtElrOS db2 /I YLIAIYAYyIE
entrance

VIIFy3 a9t SOGA2Y ¢2RIé&é¢ R
direct voters from the parking area and main
entrance to voting room
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EPB BEAM

Flip Chart Page 17

All EPB QRGs can
be found inside

one EPB transport
case with the MiFi
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Steps must be followed oALL
Electronic Pollbooks

Confirm all four (4) icons in the
status bar arésREEN

CUYAHOGA COUNTY, OHIO

March 17, 2020 Primary Election

7N CUYAHOGA COUNTY
\U) - BOARD OF ELECTIONS
NG | CUYAHOGA COUNTY, OHIO

CUYAHOGA COUNTY
BOARD OF ELECTIONS START

A 3 9 =5 "
919 BCTralmng May 02 06:41:31 PM 2 Touchpads Connected

8] clacue casin 3 mm o
& Check-In Table - JOE TRAINER ot o 21 Q 3249

QUYAHOGAOUNTYBOARDDOFE ECTIONISELECTIOKDFFICIATRAINING 26



BALLOT
TEAM

Flip Chart Page 16

QRG located
Inside Ballot
Box
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Steps must be completed for ALL
Redand GrayBallot Boxes

All unopened ballot packs remain
In Ballot Boxes until needed. Keey
pallot boxes behind Ballot Table(s

Remove and place on Cheleck
Table

AAuthority to Vote Slip Envelope(s);
ACurbside Envelopes;
ASoiled/Voided Envelope;

AEPB Reports Envelope

YAHOGAOUNTYBOARDOFE ECTIONSSELECTIOKDFFICIATRAINING 27



.| SCANNEREAM TUESDAMORNINGETUP

V' Refer toDS200 | Tuesday Morning Set@iRG (attached to lid of one
DS200
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SCANNER
TEAM

Flip Chart Page 18

All DS200 QRGs
are attached to
the lid of two
BRYANS

MAY4, 2021 | RRIMARYELECTION

Inspect the DS200

ARemove EPBs from Ballot
Compartment and place on Check
In Table

- Complete DS200 Security Recc
- Review the Configuration Repot

- Open the Polls | Print the Zero
Totals Report

Zero Report MUST be
signed by officials of
opposite political parties!

QUYAHOGAOUNTYBOARDDOFE ECTIONISELECTIOKDFFICIATRAINING 29



LOCATIONREADYORVOTING

By6:15 a.m.all Checkn and Ballot Table(s) and at least
one (1) DS200 in the location must be ready for voting,
which means:

x EPBs & ballots are in the proper locations and ready for L
x At least one (1) DS200 is sealed and ready for use
x  PPE has been distributed and social distance measures s

x  The VLM makes Mandatory Call to the BOE to report
location is Open and Ready by 6:30 a.m.

x 1d cYon | ®dYdP (KS [ a RSOf |
@2 0AYyIHE

Flip Chart Page 19
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QUESTIONS
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H ECTIONDAY

/‘\\




POINTSOFBVIPHASIS

V Unsure if a form of ID Is acceptable, call the BOE

\VV Once a voter record Is located in the EPB, ask the vo
to state their current address and name

x Done In every circumstance, without exception
x Required by Ohio law

x Do not issue a ballot based on address from driver
license/State ID, but what the voter verbally states

| 2y GAYdSR X
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POINTSOFBVIPHASIS

x  Ballot perforation/Stub A

- Have voter fold the ballot along the perforation multiple times to
ensure a clean separation can occur.

- Stub A must be removed from the ballot for the ballot to be
accepted into the DS200. If you receive an error message on the
DS200 or believe the scanner is jammed, make sure that Stub A
has been removed before calling the Board of Elections.

x  Pink Memo- Intended to document unusual issues and problems.
Facts and details surrounding equipment breakdowns, reissuing of
ballots, problems with voting, and voter incidents must be
documented on the”ink Memdfor postelection investigation.

x  Poll worker complaints and suggestions should ONLY be reported
by calling 216143-3277 or the postlection survey.
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ACCEPTABIEBRMSOFID

Non-Expired Ohio Driver’s License

Current or Former Address

JOHN R KASICH, GOVERNOR ] >
s 2. Ohio 67 Big Hammer Ln,
o DRIVER LICENSE Columbus, OH 43333
B ¢

Expires 06-22-2020

5SexcM seht 6-05 17wt 245 Non-Expired
18 Eyes BLU 1sHair: BLN p
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ACCEPTABIEBBRMSOFID (con)

V In response to the COVHDO pandemic Driver's
License/State IDs set to expire on or after March 9, 2020,
are automatically extended and remain valid through July
1, 2021.

V Photo ID is NOT REQUIRED in the state of Ohio

V Conceal Carry/Hunting License issued in any Ohio county
are acceptable forms of ID

\/ Electronic versions of Proper ID are permissible (except for
a driver license, state ID or military ID)
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OBSERVERS

V' Appointed to watch and inspect Election Day
proceedings

V' Required to follow guidelines

V' Certificate of Appointment and Oath:

X X X

X

Must present Certificate of Appointment & ID

VLM will give the Observer the Oath (Observer Packet)
Must sign Observer Sign Sheet each time

Observer packet insidereenUpdate Folder

V' Federal Observers DO NOT follow these guidelines
Flip Chart Page 20
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OTHERATTHEPOLLINAOCATION

Media
V' Credentialed media may enter Polling Location

V' Permitted to take pictures and record video, but
CANNOInterfere with voting or infringe on voter's
privacy

Exit Polling

V' People (often media) who survey voters as they exit

\/ Must take place outside of immediate voting area and
must not interfere with voting process

Flip Chart Page 20
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CAMPAIGNERS

V' Not permitted within 106F 2 2 0 dab2 [/ I Y
I NBlF & YEN]JSR o0& ! YSNAOL

V' Primary responsibility of Rovers to monitor
V' Are permitted to hand out literature outside the
100¥22u0 abz2 [/ FTYLI AIYyAy3

Note: Check frequently to make sure no literature is
left in Voting Booths

Flip Chart Page 20
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VOTERSVITHDISABILITIES

V' Treat with respect

V' Do not challenge voters who are receiving
assistance or have other ADA needs such as a
service animal

\/ Voters with disabilities can receive assistance
from:

x Family member or friend (never an
employer or union representative)

x Two (2) PEOs of opposite political partie
x Use AutoMARK

x Use Curbside voting (QRG provided)
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QJRBSIDE'OTING

[
® \/\ ‘ ){\

the process followed when a voter who is
unable to enter a Polling Location sends
another person inside to inform the PEOs
of his/her desire to vote.
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(QURBSIDNOTING

V' A QRG has been created with the detailed steps to
follow.

V' You must offer curbside voting to any voter who Is
physically unable to enter the polling location or
concernedabout entering the polling location.

/| 2y GAydsSR X
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(QURBSIDNOTING

V' There will be one dedicated EPB
at each location for Curbside [Samess. -
voting. This EPB will have a = e f
neon-coloredlabel to identify it.

V' A Curbside QRG will be packec
Inside the Transport Case \
containing the EPB for Curbsidige
voting. :

V' The Curbside EPB needs to go
through all the normal set up
procedures, including
downloading the Delta file on
Monday night.
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TUESDAWLOSING

AT




POINTSOFBVIPHASIS

V' Unvoted ballots/ballot packs go inside a Gray ballot
DOX (Flip Chart Page 35)

V' Voting Results RepoctOne copy posted at the
exterior of the polling location facing outward,
other copy goes to Ballot Accounting team.

V' Pack all Clear Provisional Precinct Pouchesdrag
ballot box(Flip Chart Page 35)
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REMINDERS

V' Voters in line at 7:30 p.m. get to vote. If there is a
Ine, place a worker at the end of the line at 7:30
0.m., marking the last voter eligible to vote

VV DO NO'start closing procedures until last voter has
eft the location

V' Each bag has a checklist that says what will go In it
at the end of the night

V' ALLworkers need to help with the closing process

MAY4, 2021 | RRIMARYELECTION



SHUTTIN®GOWNTHEDL 00

V' Refer toDS200 | Tuesday ClosiQURG (attached to lid of one DS200)
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SCANNER
TEAM

Flip Chart Page 31

All DS200 QRGs
are attached to
the lid of two
BDRYANS
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Print Results Reports

A Give Ballot Status Accounting report t
VLM to complete the Ballot Accountin
process on EPBs

=

Poll Voting Report

Master Accounting:
Total Blank: 1
fotal Overvote: 10
Total Undervote: 0

Remove Memory Sticks
Empty the Ballot Compartments

QUYAHOGAOUNTYBOARDDOFE ECTIONISELECTIOKDFFICIATRAINING 48



DS200 (DSING

V DO NOITRemove Memory
Sticks until two (2) copies
of Results Report print
and DS200 has completel
shut down

V' Early removal will corrupt
data on memory stick




- Must verify all items are
VAT, BLLOT packed in correct bags

& SJPPLY

T - UsePostElection Packlp
EAMS Listand labels on each item

to complete closing process

Flip Chart Page 25

- Copy ofPostElection Pack
Up Lists located Iin the
Brown Expandable Folder in
Blue Supply Bag and in the
GreenUpdate Folder

QRG is inside the
Supply Bag




TUESDAYLOSING VAT EAM

V' Count number of VOTED
PI‘OVISIOna| Envelopes InSIde Clear Provisional Precinct Pouch
each Clear Provisional Pouch Cleveland 13-0

O Count the number of Provisional
Envelopes with voted ballots inside

V ?eCOrd tOt&l' On the Iabel Q‘f and record the number heriE

D C Insert all used Provisional Envelopes
Ou Ch for this precinct into this Clear
Provisional Precinct Pouch including:

V D rOVI d e E P B Te am th e P O u C h e S v i;c;_;::mnaf Envelopes with voted ballots

v Voided Provisional Envelopes; and/or
v" Provisional Envelopes with any type of

to u Se d u ri n g B aI Iot ACCO u nti n g voter or Election Official writing.
C Hand this pouch to the EPB Team to
complete the Ballot Accounting

\/ Pack Clear Provisional Precinct Process.

v' Pack all unused Provisional Envelopes
in the Blue Location Supply Bag.

Pouches inside anyrayBallot e
Box when accounting is done

Flip Chart Page 35
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Locate Soiled/Voided

TUESDAYLOSING niciopes
BALLOTTEAM +tSNATE G+hlL

on each ballot inside
Soiled/VVoided Ballot
Envelope

Give Curbside
Envelopes with voted
ballots to EPB Team for
Ballot Accounting
process

W ALL Mo (Ve wet T S P g § sy

All envelopes are to be
packed in anysray
ballot box once Ballot
Accounting process is
complete

| 2y iAydsSR X

Curbside
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TUESDAYLOSING BALLOTTEAM

V Remove any UNUSED ballots or envelopes from
Redballot box and place in arfyrayballot box

V' Only voted ballots are placed ikedballot box

Flip Chart Page 35
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TUESDAWYLOSINE SUPPLYTEAM

V Remove all posted signs and flags

V Assist the Sanitation Official(s) in taking down the
voting booths

V Place all other election supplies aGgeensupply
bag insideBluelocation supply bag

V VLD, once complete with VAT closing, will oversee
Supply Team
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¢ POSFEECTIORACKUP CHECKLIST

HINT: All of these items will be marked
with a PINK tag or label.

Electronic Pollbook
Transport Cases

Red Supply Bag +
Memory Stick Bag Blue Supply Bag
; attached

Return Envelope

Gray Ballot
Box(es)

VW2 @OSNI gAff OoONRARY3I | a/ f2@mMy 3
on Election Day
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QUESTIONS
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10-MINUTEBREAK
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"TRAINING



POINTSOFBVIPHASIS

V' First step at chechn table is always to review Iif the
form of ID presented Is neaxpired (remember a
driver license or State ID set to expire on or after
March 9, 2020s considered valid)

\V Do not automatically/robotically take what the EPB
screen tells you without confirming the current
address and name of the voter

V' Allow 5 minutes for the ballot accounting to
transmit to the BOE on Tuesday night
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P EPB MNDAWNIGHTSETUP

Flip Chart Page 12
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OPENINGHEEPB AP

UNLOCKTHEDEVICRND
LAUNCHHEEPB ROGRAM

VERIFYHEE_ECTIONDATE

ANDPOLLINAOCATIONNAME
CE e

V TE” e,

START

CONFIRMTHEICONSM TH E'?.OTTO!\/ETATI.JBARAR FALL
Night.

Flip Chart Page 13
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